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cibraries always have performed some level of catalog
maintenance, usually in card format, from simpiy filing
cards and later withdrawing them as holdings were removed,
through maintaining a full syndetic structure that includes
making cross references and changing forms of entry as
cataloging rules change. While an online environment offers
increased access poiats, more flexible searching, and the
ability to make global changes, new maintenance procedures
need to be developed to take advantage of these capabilities.
In the current climate of transition, efforts to clean up and
match records in automated systems often are hampered by
the realities of installed systems which differ from those
planned for, the need to maintain dual catalogs, incomplete
documentation for revised procedures, and fluctuating job
responsibilities.

To gather information on current catalog maintenance
practices, researchers selected institutions from respondents
to the September 1984 version of the OMS Automation
Inventory of Research Libraries. The institutions represented
all sizes of ARL libraries and several stages of automation,
from preliminary planning to moving toward fully integ:.at..d
online status. A telephone survey of technical services and
systems staff investigated a 'vide range of issues related to
both the database itself and organization-staffing. Listings
of interview questions and institutions contacted can be
found in the Kit. Twenty-three libraries participated in
phone interviews, and 14 submitted documents.

PLANNING AND SYSTEM ISSUES. The amount of
online maintenance activity underway in the surveyed
libraries depended mainly on whether they had completed
maintenance resulting from the initial building of the
database. Half of the libraries were still doing this
maintenarce, plus maintenance resulting from subsequent
retrospective conversions. The level of bibliographic control
(i.c., the ability to manipulate the data) libraries reported
they had achieved also varied, depending on both how the
current automated database was built—e.g., all records
keyed in, OCLC tapes loaded, or retrospective conversion—
and on cataloging and maintenance practices previous to
automation. Another factor was the current stage of system
implementation. For example, a library that was recovering
from a ‘“‘loader’’ program having stripped out all periods
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and spaces from call numbers—thereby preciuding any
matching—was less likely to reportit had bibliographic
control than = library which had had two years to debug its
system.

The ease or difficulty of catalog inaintenance usually
depends on both the demands of the automated system and
on the policies and priorities of the organization during
planning and implementation. Survey respondents uniformly
noted that ma‘ntenance is easier when requirements are
determined as specifications are developed. Catalog
maintenance functions will be quite different, for example,
in a library that decides to bring up an online catalog
without authority control, with the intention of adding it
later. Whzreas authority contrcl does ensure easier
maintenance, it is a high-expense function, requiring
additional staffing and upfront expenditures.

A number of libranes reported unexpected catalog
maintenance problems when the uystem acquired was
different from what had been requested in the original
proposal. In four libraries, RFP’s were sent out initially for
circulation systems, whereas the s+ «m finally installed
was an integrated package where .. catalcging system
formed the basis for an online catalog and circulation
system. Catalog maintenance support needed from the
vendor, therefore, had not been specified in enough detail.

The amount of lead time for catalog mainienance when
bringing up a system also was identified as a crucial factor.
If the database is ‘‘dirty’’—which can result from conflicting
cataloging practices or the use of an old batch circulation
system as a database —maintenance staff will want time to
clean it up or upgrade it, in order to avoid more complicated
problems during subsequent routine maintenance or
maintenance associated with retrospective conversion and
loading of authority tapes. However, it can be difficult to
find the time and resources io clean up and match records
when a library is in the middle of bringing up a system and
at the same time continuiag to circulate books.

Not surprisingly, three-quarters of the survey respondents
stated that their maintenance efforts required more resources
than originally planned, from terminals to technical suppon
stoff. They reported being hampered by a lack of up-to-date,
complete docum “tation for turnkey systems, as compared
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with information from cataloging utilities. Though turnkey
vendors are marketing increasingly sophisticated integrated
packages, their manuals and support materials tend to be
behind current jeleases. To help fill this gap, librarians
have formed user groups, and are contactiny other sites
with similar systems for arswers to problems.

STAFFING AND ORGANIZATION ISSUES.
Reorganization of personnel often is discussed in connection
with automated systems. In this survey, nine out of 23
libraries reported they had carried out major organizational
or workflow changes, some crossing division lines. As
maintenance units which cross traditional department lines
are created, the level of staffing changes. Many clerical
staff become data entry operators, while library technical
assistants or other levels of professional staff assume
responsibility for the mamipulation of bibliographic reccrds.
Kit #112 (March 1985) discusses the reorganization of
technical and public services due to automation in more
detail.

The issue of where to place responsibility for catalog
maintenance was particularly difficult for libraries with
several subsystems. For example, a number of libraries
were attempting to determine responsibility for updating a
circulation system using information from the cataloging
system in technical services—especially pertinent when the
circulation system was used as an online public access
catalog. In some cases, the size of the institution helped
determine maintenarce responsibilities. Smaller institutions
with fzwer branch libraries could keep control within
cataloging with technical services doing all the updating.
Larger institutions often trained circulation staff in some
procedures, and developed ways for other units to assist
with maintenance.

The role of the systems office varied from institution
to institution, depending mainly on whether the system was
inhouse or turnkey. In the former case, there was heavy
involvement, while in the latter case, systems personnel
were concerned mainly with keeping the system operational,
relying upon technical services to do the maintenance and
putting pressure on verdors to reprogram the system.

While system configurations and litrary size place
ma,or demands on how and where maintenance is performed,
an organization’s policies and philosophy regarding access
to and control of bibliographic data also can influence how
it plans for and reorganizes catalog maintenance functions.
As systems become more integrated, the catalog maintenance
unit in technical services can play a pivotal role, becoming
the basis of a library-wide database maintenance unit which
crosses the boundaries of traditional circulation, technical,
and reference services divisions.

TRENDS AND IMPLICATIONS. Most online integrated
systems are not installed with the expectation of reducing
costs inutially, yet there is considerable interest in whether
automation will actually result in increased productivity or
reduced processing time. While few institutions have been
able to document savings in maintenance, the new online
systems do allow libraries to maintain more control oves
bibliographic data and holdings than v ith earlier manual
card systems.

There will certainly be many more generations of
improvements and interfaces affecting catalog maintenance,
yet experiences so far do have implications for future
planning. First, even though catalog maintenance prc-edures
and responsibilities are driven to a great extent by the
nature of the automated system(s) and library size, an
organization can still plan and reorganize to reflect its
philosophy regarding control of and access to information,
and can take into account the needs and concerns of public
and technical services units. Second, the amount of investment
in catalog maintenance during implementation must be
weighed against other needs -- inciuding kecping the system
itself functioning. Administrators need to determine the
extent of maintenance required during transitions to assure
continued user access to records, at the same time planning
for more extensive clean-up ~nd upgrades in later phases.
Third, management and staff involved in maintznance
activities must be good planners, yet flexible and creative
in their responses to the inevitable changes within automated
systems And fourth, the installation of automated systems
without consideration of concurrent, substantial reorganization
of staff will limit potential gains in productivity or
improvement in services.

The SPEC Kit on Catalog Maintenance Online in ARL
Libraries (#119, November-December 1985, 122 pages)
contains SPEC survey information (questions asked,
libraries contacted, documents received), 10 examples of
catalog maintenance procedures, job descriptions and
organization charts fro-a five institutions, and a selected
bibliography.

This Kit was prepared by Gillian M. McCombs, Head,
Catalog, Authority Files, and Shelflist Maintenance
Department, University Libraries, State University of New
York at Albany.

SPEC Kits (ISSN 0160 3582) are available by subscription through subscription services or direct from the publisher. Individual issues cost
$20.00, plus $5.00 postage outside the U.S , through distributors or direct. (ARL member price $10.00.) Prepayment is required. If ordering
direct, send check payable to **ARL Office of Management Studie:."" to: SPEC, Office of Management Studies, 1527 New Hampshire Ave.,
¢3*™'.» Washington, D.C. 20036. Order by Kit Number and Title. Direct Order Forms listing back issues and Subscription Forms are available
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USES OF SPEC KITS

The Systems and Procedures Exchange Center (SPEC) is a

clearinghouse operated by the Associction of Research
Libraries, Office of Management Studies that provides a centrat
source of timely information and materials on the management
and cperations of karge academic ond research lbraries. it
taciktates the exchange of knowledge and documents through
SPEC Kits, which are distributed ten times each year to ARL
members and other interested Mbraries. The Kits include
topically-arranged groupings of unedited primary source
documents - selected for their value to administrators and
decision-rnakers - that ilustrate a wide range of alternative ap-
proaches 1o specfic issues.

Kit documents come from general membership surveys and
from selected lbraries contacted directly by SPEC, and most
Kits are produced within six months of surveys. The documents’
volue comes from their variety of ideas, methods, and solutions.
They are rot viewed as finishad products. but rather as points of
departura for a lbrary’s planning efforts and as stimu'ants to in-
novative approaches to problem-solving. As such, Kits do not
present answers or prescriptions for any one lbrary; instead
they iustrate how selected ARL members are planning for or
deqaling with particular issues. The worth of any one Kit to a par-
ticukar library will depend upon the specific topic covered and
the library’s stage of development in that area.

Materials are selected accoid.ng to the following criteria:
* Presents an approach of potential value to adrninistrators
and decision-makers
¢ Timely, and dedling directly with the topic under con-
sideration

s Probability of application of ideas or thinking to other
lbrary situations
* liustrative of actual practice, rather than theoretical
* Understandable, readable communication
All together, the materials should provide a range of aiternative

approaches that complement each other, provide variety, and
stimulate comparison and contrast.

Ubraries can toke advantage of the it compiiations i a
number of ways. Administrators can evaluate the assumptions,
methods, and results of other librares’ approaches compare
and contrast themy and use the leamings in their own situat.ons.
Ubrary staff members con use the kits as professional develop-
ment and current awareness tools, Committees and task forces
can use them to begin a review of cumrent practices. And the
Kits can identify other persons or places to contact for further
information. Back-up flles in the SPEC office aiso are available
for ioan to member Kbraries. In addition, SPEC wik conduct on-
gmondsuveysorondvsesgaoredspedﬁodyforosinoe
ary. -

EVALUATION

Kit Title/Number

1 Which uses did the library make of this Kit?

2. Please indicate how useful the Kit was for these purposes.
{3 Very Useful 0O Quite Useful ] Somewhat Useful

3. Do you have suggestions for this Kit or for future Kits?

(optional) NAME

[J Not Useful

LIBRARY

PHONE

Please return this form to the SPEC Center, OMS/ARL 1527 New Hampshire Ave., N.W., Washington, DC 20036,
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DRAFT OF TELEPHONE SURVEY QUESTIONS ON ON-LINE CATALOG MATINTENANCE

Questions are divided into two main sections - database and staffing,

I. Databise

1. Was “{le maintenance covered in the original automation planning?
Does that reflect what you have now i.e. did you plan correctly or
not?

2. Do you have more or less bibliographic control over your database?
Before, changes in the card catalog were only a question of how much
labour one had to deploy. Now things happen that you have no control
over, for instance perfe '~ being stripped from call numbers, stop
words being applied in th. wrong places. Many problems result from
programming errors and have to be manually corrected. If is one
thirj to spend a lot of time changing headings because of AACR?Z,
but anuther to be rectiiying errors in the system.

3. How much maintenance is a result of the original tapeloading (transfer,

keying in etc.), or is anticipated routine daily (weekly, monthly)
maintenance?

4. Whose responsibility is the database - CIRC, Technical Services? Any
problems with this? Who is responsible for inputting or loading the
info, correcting errors? (This is especially pertinent when a CIRC
database is used as an Online Catalog.)

5. File security - any problems with unauthorized people getting into
the system, not just students breaking the codes, but Reference
Librarians correcting ca!l numbers etc.?

6. How have procedures for online maintenance developed? Whose respon-
sibility is it to develop them? Have vendors been helpful in supply-
ing adequate documentation? Did libraries with no previous automation
experience find it easy tc change to using printouts for file mainten-
ince? Describe your current maintenance procedures.

7. loes anyona feel they actually have an integrated system?

8. tFas there been an increase or decrease in the ability to check errors,
co authority work, revise catalogers' work etc.

9. Resources - were the planned resources enoun? Were you able to

follow thrcugh properly on the loading? Were enough terminals allo-
cated for maintenance?

IT. Staffing

1. Any major reorganiza ‘on of Technical Services Staff or Library Staff
as a whole? A decrease or increase in staff? Has a separate catalog
maintenance unit been created, or did it exist already? Redistribution
of job assignments? Redistribution of Jjob descriptions?

7
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Il.

Staffing Cont'd.

2,

Has there been any labour or time-saving noticed, or anticipated after
initial shakedown? Has anyone actually closed their card catalog,
(how long after going on-line did they do it) or is everybody just
maintaining two systems, and probably not doing full maintenance on
either?

Staff training - done by whom? Any problems with getting 56 year old
typists retrained as DEMOS? How much reclassification of jobs? Has
the level of intricacy moved up or down - are LTA's now doing what
was clerical work or vice versa? Are catalogers doing their own
maintenance ~ who is in control?

Any provisions made for follow up on hazards of continuous VOT use
e.g. annual eye exams? Any push from staff for this, or complaints?
Are any precautions being taken, by use of special screens, glare
preventives, scheduling only certain number of hours at a time or
not allowing pregnant women to use them heavily?

I will be asking for documentation to include

LY
online catalog maintenance manuals
terminal schedules
maintenance procedures
revised job descriptions
plans for changes in workloads
plans for reorganization of libraries, divisions, departments, etc.

policy changes
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Columbia University
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University of Virginia
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ONLINE CATALOGUE [I'AINTENAINCE:
THE UNIVERSITY OF ILLINOIS AT URBAMA=CHANPAiGMN

Charon £, Clark

1 DATABASE

The library of the University of lilinois at Urbana=-Champaign
(UIUC) has had automation since the 1970's, having joined OCLC in
1974 and having impiemented an automated online circulation
system, LCS (Library Computer System), in 1978. The LCS programs
which originated at the Ohic State University have been modified
to accommodate local needs. LCS contains brief records for over 3
million titles held by the UIUC Library. Each LCS record includes
main en+ry, title, call number, place and date of publication,
edition statement, LC card number, anc detailed holdings
information by copy and location. Currently, LCS provides access

to the collections of 27 academic institutions in Illinois as well
as document delivery through the illinois Library Delivery System
(1LDS).,

Yhen an online catalogue was planned it was determined to
Integrate LCS into the system. VWhile LCS was to serve as the
master shelfllist, the on-order file, and the onl' record of
current location, a second component, the Full Eibliographic
Record (FBR) was to provide the full records for the Online
Catalogue system. Based on Washington Litrary Metwoark (WLN)
software, FER contains full bibllographic records, with the
exception of the call number, for monographs, serials, and
auciovisual materials catalogued at the UIUC since the
mid-seventies via OCLC. As part of a state |library development
grant, the FBR database also includes full recorcs of the River
Bend Library System (lllinois). Currently the database contains
over 860,000 full MARC records of which over 800,000 are UIUC
i ecords. Formats not avallable Iin FRR at this time Inclu“e: maps,
maruscripts, musir, sound recordings, and newspapers. In addition
FBR does not include records for the following languages: Chinese,
Japaneses, Korean, Hebrew, Persian, and Armenign,

Authority contro! is provided for name, series, and subjects
through the initial loading of the 1981 Library of Congress Mame
Authority tapes and tapes for the 9th edition c* the Llbrary of
Congress Subject Headings. The authority files grow as new nanes,
series, and subject headings are stripped from incoming records
each wecek and loacded in the authority file. Over 2 million
headings and crecss-references are currently In the authority file.
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A holdings file was established by using the duplicate
processing specification of }LN, a feature of the softiware whereby
al! libraries holding a particutar iten can pe displayed. This
feature has proven particularly useful in differentiating between
the UIUC Litrary and the River Bencd¢ Library System records when
searching thke Online Catalogue. The utility of this file will
obviously Increase as more LCS libraries adopt the Online
Catalogue.

Access to both systems, LCS and FBRR, from the same terninal is
provided through a "link" which allows a patron to move from the
Full Bibliographic Record to its correspondi., ; LCS record for call
number, location, and circulat*ion informaticu. It Is these two
separate systems |inked together that forr the UIUC Library's
Online Catalogue. The QOnline Catalogue, wnich became operational
in September, 1984, Is currently available on over 200 terminals
at the UIUC. The system runs on an IBM mainframe.

1. MAINTENANCE

In the plenning and impiemention of the Oniine Catalogue,
maintenance was extremely important. Initially, the FBR database
was to include cataloguing records created through OCLC since
November, 1979 when the Library adopted AACR2Z as its official
cataloguing code. At that time the old main card catalogue was
closed and a "Mew Books" AACR2 catalogue was initiated. However,
the Library owned OCLC archival tapes from 1974-1979, which, if
edived to AACR2Z form could be loaded into the Ful ' dibliographic
Record file of the Online Catalogue database. 7 erefore, the UIUC
Library contracted with the Amigos Bibliagraphic Council, Inc. to
accomplish the AACR2 conversion of bibliojraphic records created
through OCLC for materials cataiogued since 1974. The AACR2
conversion process performed by Amigos allowed for increasing the
initial size of the database as well as significantly reducing the
amount of subsequent manual maintenar<e, which otherwise woulg
have been required.

Another aspsct of ithe service provided by Amigos was the
elirination of dunlicate records, a necessary requirement prior to
locally developed software being able to establish links between
the FSR records and its counterpart in LCS. As OCLC recourds are
loaded into the Online Catalogue database each week, (LCS and
FBR), the automatic links for the same item are created through
matching the call number in LCS with the 09X field in +he MARC
record. The 09X field is then removed from th: FBR record. It is
this effective linking capability which supported the Library's
decision to continue to store call number and holdings information
in LCS oniy, thereby eliminating the naed tc perform maintenance
on this information in bcth LCS and FB8R files. After materials
are ¢ .talogued through OCLC and the OCLC archival tapes ar=z




senerated, the tapes are then loaded into LCS and FBR. Once the
tapeloading is complete, the |link between the records is created
by the University programmers.

Subsequent catalogue maintenance of LCS, FBR, anc the link is
handled in the Automated Records “aintenance Section (ARM) of the
Autonated Systems Department at the UIUC iLibrary (Appendices A-C).
Changes to LCS me/ be made online utilizing the workfile to modify
location and circulatior period. The majority of changes to LCS,
however, are batched using SUPERWYLBUR, a rodified text editor,
and Its datafiles: UPDATES and HOLDING. UPDATES corresponds to
the LCS master file record end is used for changes involving
bibliographic and copy information. The HOLDING file is used for
changes to monographic series and serial holdings and corresponds
to the Serial Holding Record in LCS. LCS and link maintenance Is
run weekly. As a manual quality control a temporary shelflist
file is maintained in Automated Systems. Al| updated records are
filed weelly by call number. After the OCLC tapes are loaded into
the Online Catalogue each week, the records are checked against
LCS and FBR for accuracy and to ensure that the link has been
made. Printouts are made for any records containing errors and
routed tor correction. Reports are generated weekly denotling
statistics on number of records successfully added as well as
those rejected.

A limitatlon to SUPERWYLBUR is that the inputter is unable to
view the LCS record when keying in the corrections to a record.
Corrections, therefore, must be verified on LCS prior to belng
routed to *he inputters whc then key in the data in a specific
format with fixed spacing. Another difficulty Is the command
structure of SUPERWYLBUR which differs from that of LCS. |In order
to enhance maintenance through SUPERWYLBUR, the Library has
developed programs for use with IBM PC's. One program, logically
called "combine"™, has been recently implemented to handle
corrections in both UPDATES and HOLDING. The program which
requires an LCS communication linkup has increased the accuracy
and ~peed of data entry since verification of record status for
ch--:e Is provided at time of updating and keying is
sinplified.

Other programs have been developed to prepare LCS updaies for
SUPERWYB'IR which do not require communication with LCS, and thus
are no’ affected by LCS downtime. So far these programs have teen
used to handle special projects such as the resultant changes in
locations ne essitated by the transfer of materials from 35
departmenta! libraries to the newly opened Sixth Stack addition
and "added copies" changes. Thess programs have been highiy
successful because large numbers of transactions can be formulated
from simptified keystroke patterns, thereby, resviting in
increased speed of data entry. |In addition, there has heen no
necessity for special staff training to vse SUPERWYLBUR since the
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program provices prompts for data entry. During the first three
weeks the program was in use, 48.2 transactions per hour were
recorded as compared with 25.3 transactions per hour without the
program and utilizing the traditional SUPERWYLBUR data entry
methods.

Programs have been designed for use with microcomputers to
streamline the maintenance process, increase output and simplify
training. For example, !ink maintenance has been greatly
facilitated through programs designed to automatically search the
Full Bibliographic Record and LCS records for possible Ilinks
(Appendix D). The results are then stored on diskettes, and
uploacdec to SUPERWYLBUR for batch maintenance. While the majority
of unlinked records are successfully handled this way, printouts
containing information on non-matches are generated for staff to
search and verify, usually only on LCS which allows for greater
speed and effliciency.

Maintenance of the FBR component of the Online Catalogue
involves changes and corrections to both the bibliograph!c and
authority files and holdings file utillizing the VLN programs for
maintenance. Within the WLN Input/Edit subsystem, twelve
categories authorized for maintenance are currently definad as
subfiles of the working file: Category 1 Is reserved for review of
duplicate FBR records; Category 2, 3, and 4 are for Automated
Records Mainetenance; Category 7-8 for Slavic cataloguing; and
11-12 for the Principal Cataloguer. Categories 5-6 and 9-10 are
set up for communication on TELEX terminals among the Automated
Records Maintenance staff, Siavic cetaloguing staff, and the
Principal Cataloguer. Passwords assigned to each uscr ensures
protection of the database from unauthorized users. The working
file, the file of records undergoing change, Is further divided
into three subfiles: Input, Change, and Replace. Each categorey
or user maintains its own group of subfiles. For example, after
the OCLC tapes are loaded into FBR, duplicate FBR records are
automatically routed to the Replace subfile of Category 1 for
review by the Automated Systems Maintenance staff. Individual
holdings associated with bibliographic records may be added or
deleted. Any holdings attached to a bibliographic record must be
removed, however, prior to deleting the record.

The authority file is composed of three types of authority
records: nemes, series, and subjects. Changes may be made online
and are then batched processed. Through a global change
capability, changes in the authorized form of the heading on the
authority record results in retrieval of all assocliated
bibliographic records under the revised heading.

The batch job for FBR maintenance (BIBVRO) Is run weekly but
can be run overnight as requested. Maintenance reports include an
update log of authority and bibliographic records, I, e. changes




and deletions; a Iist of new headinys generated; and miscellaneous
statistics. Routine backup of workfile is provided six nights per
week and backup of the entire database is provided weekly
subsequent to loading the OCLC archiva: tapes and modifying the
bibliographic, vocabulary (authority), keyword, and holdings
files.

Production of catal!cq cards ceased in October, 1984. Since
then, authority records prepared by copy and original cataloguers
are rouved to Automated Records Maintenance for input. Each
heading is checked for which cross-reference requests are
received. A manual authority file of AACR2 headings for names and
series was maintained in Automated Systems unt!l October 1984,
This file is currently being incorporated into the Online
Catalogue. Name authority headings are verified on OCLC for AACR2
form. The corresponding online &« thority record is then updated
by transcribing the approprizte cross-references on the TELEX
terminals. Procedures also involve eliminating unauthorized
authority entries by merqging them into one form or deleting them
from the database.

Plans are presently being made to utilize microcomputers to
facilitate the review of new authority headings added to the
database from the OCLC tapes. A program has been designed for use
with an IBM PC to scan authority headin¢cs by ISN for potential
errors when multiple “orms of a heading are encountered.

111, STAFFING

While the Online Catalogue has made possible current
descentralization in UIUC Library of the original cataloguing
staff into the public service units, including departmental
libraries, the functions of copy cataloguing, searching and
inputting on OCLC, maintenance, and the coordinating of the Online
Catalogue have remained centralized in the Automated Systems
Department since 1978 with |ittle changes of staffing i.vels. The
Automated Records Maintenance unit includes 9 staff members (8
FTE). LCS maintenance is handled by one paraprofessional and 5
clerks, while 2 paraprofessionals and | craducte assistant handle
FBR anc authority file maintenance. One professional librarian
coordinates the activities of the unit (Appendix E).

When card production ceased, staff members who were formerly
responcsible for maintenance of the card catalogue now, in addition
to searching OCLC, participate in aspects of Oniine Catalogue
maintenance. Similarliy, the clerk typists who previously typed
authority cards in addition to Inputting records into OCLC also
participate in the maintenance of the Online Catalocgue.

16
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V. HARDYARE

Terminals used by Automated Maintenance include 4
LCS/SUPERKYLBUR switchable for LCS maintenance, 4 TELEX terminals
for FER maintenance, and 2 microcomputers utilizing FBR and
SUPERWYLBUR ports to run the various IBM/3ASIC maintenance
programs. There are also 2 Hazeltine terminals and a printer to
access the LCS/FBR database only. All terminals have glare
shields. While terminels are scheduled throughout daytime and
evening hours, staff have regularly scheduled breaks to avoid
eyestrain,

V. SUMMARY

By the 1970's, filing and changes in the card catalogue at the
UIUC Library had proven to be extremely |abor intensive requiring
more staff, time, and funds than were available or economical.
Simply put, maintenance of the card catalogue had become less than
satisfactory. Due tc the volume of cataloguing produced at the
UIUC (average 11,000 tities per month for the past fiscal year) it
was Impossible for the staff to check every record and then keep
the card catalogue up-to-date. |In contrast, the maintenance of the
Online Catalogue which has not been dependant on the arrival of
cards to check and file has allowed for a more curreat database
which can be maintained in a more timely manner. The development
of detailed workflow procedures coupled with localized
microcomputer programs have allowed for efficient malntenance
procedures and quality contol of the database. More Importantly,
howevei:, is that effective maintenance has contributed to improved
vser access to |ibrary resources.
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APPENDIX A:

FBR MAINTEMANCE OF THE ONLINE CATALOSUE:
REPORTING CORRECTIONS

The Autor-+~4 Records Maintennace Unit is responsible for
maintaining, .he FBR component of the Online catalogue. FPlease

v,

corrections to ARM/FBR 202 Main Library.
Types of Corrections for FBR Maintenance:
A. Corrections of Bibliographic Record:

This category covers any types of changes that apply to
only one bibliographic record. |f possible, prepare
updates or send printout of the bibliographic record in
"complete display format". (EX, a typographical error in
the series volume number should be changed in the
bibliographic record.)

B. Deleting a Bibliographic Record:

Give reasons or supply proof of authority, if the request
is to delete a bibliographic record from the database.

C. Corrections of Headings and/or Cross-References in the
Authority File:

This category covers correcting discrepancies of the
heading and adding or updating cross references. If
possible, prepare updates or send printout of the heading
in "complete display format", (EX. several forms of
headings for the same person should be merged into one.)

Procedures:
Cor-ections may be made on a printout or on the FBR
t'aiatenance Change Request Form. A copy of this form is
attached., Pleas=2 make copies as needed.
Priority:
Any corrections in access points such as title, ISBN/ISSN,
name/subject/series headings, etc. will receive highest
priority.
Correztions To Records in Both LCS and FBR:
If any change in LCS Iis also needed, please send a separate

update to ARM and note on the FBR correction that an LCS
update has also been sent.
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REQUESTED BY (Name
RETURN TO: ARM-FBR, 202 Library DATE

FBR MAINTENANCE CHANGE REQUEST FORM

Circle as N g::;:;;:ozzd%r 0 Corrections 3  Delete record
needed: ¥ references of bib record (give reasons)
INSTRUCTIONS:

1. If possible, prepare this form in "complete display' format (with tags)..
Either FBR (mnemonic) tags or OCLC (numeric) tags are acceptable.

2. Tyve or write clearly. Do not use all caps (FBR uses uppe: and lower case
in display).

3. Staple any accompanying printouts. If corrections are made on printout,
information need not be repeated on this form.

L. Attach proof as needed.

“‘
RID NO.
Text to be corrected unless printout is attached
tag
Requested change:
tag
Text to be corrected unless printout is attached
teg
Requested change:
teg
Text to be corrected unless printout is attached
tag
Requested change:
tag
Pized Pleld Code: y nl
A,
. fFECETEE M Changes 13 j ot




TABLE 1. TYPES OF POSSIBLE CORRECTIONS FOR FBR MAINTENANCE 10/84
(for ARM use only)

Type 1 Corrections of Headings and References

1.1 Names
(NAP,NAC, NAM, NAD) (MEP,UTI ,MBC,MEM,MEY ,AEP ,AEC ,AEM,AXV)
(100,110,111,130) (100, 240,110,111,130,700,710,711,730)

(A) typographical exrors

(B) adding/deleting the dates (ie., subfield 4)
(C) exrors in tags/irdicators

(D) heading not conformed to ARCR2

(E) cross references

1.2 Series {'\n' ‘ .
(SEP, SEC, SEM, SAP, SAC,SAM, SAU, SET, SER)

uoo,uo 111 +130) (400,410,411,800,810,811,830,440,490)

(A) typographical exrors

(B) adding or deleting the x subfield
(C) errors in tags/indicators

(D) heading not conformed to AACR2
(E) cross references

1.3 Subjects
SUP,SUC, SUM, SU0, SUT ,SUG) (sup, SUC, SUM, SUU, SUT , SUG)
(100,110,111,130,150,151) (605,610,611,630,650,651)
(A) typographical errors

(B) adding or deleting the dates (i.e., subfield 4)
(C) errors in tags/indicators

(D) heaing not conformed to AACR2

(E) cross references

TYPE 2 Corrections of Bibliographic Records

2.1 Names

(B) adding or deleting author/title entries (e.g., UTI,AE_,etc.)
2.2 Series
(B) adding or deleting a series;

adding or deleting or modifying a subfield (e.g., n,x,v,etc.)
(C) errors in tags/indicators

2.3 Subjects

(B) adding or deleting a subject;
adding or deleting or modifying a subfield (e.g., X,¥,3,etc.)

14 ~
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2.4 Title area

(A) typographical errors
(B) adding or deleting title informa:ion
(C) errors in tags/indicators

2.5 Other areas

{INP,COC, W5_, SBN, SSM, TAT,, VAT, FOR,AED, etc. and fixed fields)
(260, 300, 5xX, 020,022, 362, 246,247,740 ,etc. and fixed fields)

(A) typographical ercos
% :‘;‘33’3 gg gele gor lr!;lifylng a field

BEST CopY AVAILABLE
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APPENDIX B: |
LIM% FILE MAINTEMANCE FROCEDURES /26734 ‘

Far records newly added through OCLC, the lirk should be ouilt within
savaral days aftar both LCS and FER racards are 1n plac2. Fl=2ase wait at {
l2ast two weeks before reporting unlinked new records. - 1f after two weeks,
the linx is not present, 32nd a printout of FBR and LCS records.

To raport Link problems, pl=2ase mark printouts as follows:

Writa "LIME SROBLEM" at the top and any comments 1n rad.
Please i1nclude name, date, and department.
Send Link prablams to ARM, Room 202 Library. If you have any

e

questions, please call Winnie Chan or Patt:i Norcott (3-353535).

The following situaticns may necessitate reporting unlinked records:

1. The FBR_and LCS_records_soxist, but_ are not_linkad:

If a search of the holding display shows "URBANA URBANA" and the
link di3splay shows "This item not linked t9 circulation data", a
arintout of both the FER and the LCS recnords should be sent.

If 3 s2arch of the holding display shows "RIVER BEND" and the
liny display st 5 "THIS ITEM NOT LINKED TGO CIRCULATION DATA", thzre
+3 no need to report the unlirked ra2cord at this time, as it is not
1N 2rror.

(xk nresent, there is a backlcg of unlinked records,- genaratad by the
link maintenance nrogram. Your re2port cf unlinked records will alert
us to carrecting those racords sooner.)

Tf§ a search of the link display shows an LCS error message
(2.9., ERR/0O1... or INCOMPLETE MESSAGE...), this results when LCS
13 unable to process the information provided by the link display.
A printout of the FER record showing the call number and volume
nunber of the analyzed piece should be sent.

R O B A B N S P A I B A B R e e etk

If a search of the holding dizplay shows "URBANA URBANA" and no
corresponding LCS record can be found, a printout of the FBR record
markad "No LCS reccrd located" and showing the correct call number
and copy/volume/location information should be sent.

If the FBR record ts linked to an incorract LCS record or
racords and there is no correct LCS racord in the link display, a

printout of (a) the FBR r r Q) & jncorrect LCS record or
records and (c) the corregiaeéahﬁﬁfbfgegabﬁfd be sent.

There is no nead at this time to raport FBR records in which a
correct link along with one or more incorract links exists.

‘BEST COPY AVAILABLE 16 (Automatudﬁcard: Maintenance)
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APPENDIX C:

ERROR/SYSTFM matrix for guidance in error correction and system changes

Table 1. Errors in 09X and/or 949 fields

Types of Errors Fixing ICS/FBR records LINK meintenance
locally or through OCLC

T X T T T T 3 7 T F 3 3 3 T S R T T L D T T T o L T
e L T S i i I 2 et -+ $ 2+ P s ¥+ § + F + + + + 1

1. Errors in 09X field Send ARM update to correct No action
LCS record

e.g., typo in 09X;
Call no. in ICS

incorrect

2. Duplicating Call no. Reuse OCIC with 910 FBR/REP Send ARM to re-
already in ICS to generate new LCS record. move Incorrect
(1 record on LCS and Send ARM update holdings, linked record
2 records in FBR; if 1cs holdings information
link file in error) 1s in error

3. Title catzlogued as Reuse OCLC with 910 FBR/REP Send ARM to re-
new instead of being AND 949 DEL (unwanted callno.)  move incorrect
treated as added copy Note: linked record

{2 records on ICS and 1f a different OCIC record

1 or 2 records in FBR) was used, creating two FBR
records, send FBRM to delete
the unwanted FBR record.

When do update on OCLC to
cancel UIU hold. lib. symbol,
always use 949 IGNO AND

910 FBR/IGNO.
=. 945 DEL fails be- Send ARM to delete LCS No action
cause ICS record record (e.g., order record)
was not discharged.
5. Typo in 949 REP Reuse OCIC with 910 FBR/REP No action

AND 949 REP (callno.)

6. Callno. in 949 field Reuse OCIC with 910 FBR/IGNO No action
not found in LCS

e.g. typos in 949; ' BEST COPY AVAILABLE
records lost
in LCS, etc.
17 .
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Table 2.

Types of Errors

Heading/Description Discrepancies

Fixing ICS/FBR records LINX maintenance

locally or through OCLC

1. Heading of any kind Check authority file under No action
incorrect (affecting the heading.
only 1 FBR record) Find out if only 1 FBR record
is attached to the heading.
e.g. typos; errors Notify FBRM to correct the
in tagging, subfield heading online,
codes, etc. Notify ARM to correct the
ing if appears on ICS.
1f necessary, prepare OCLC
error report.
2. Heading of any kind Check authority file under No action
incorrect (affecting the heading.
more than one FBR Find out if there are more
record) than one FBR record involved.
Notify FBRM to correct the
e.g. a non-AACRZ entry. ing online. (Provide
any cross references to be
added, if possible).
Search ICS under the incorrect
form of the heading. Send ARM
update to correct the heading.
1f necessary, prepare OCLC
error report.
3. Errors in cataloging Reuse OCIC with 910 FBR/REP No action
description AND 949 REP(Callno.) or
Or, in case of 949 DEL (unwanted callno.),
recataloguing, whichever 949 is appropriate
replacing an old FBR
record with an updated If necessary, prepare OCLC
OCLC copy error report.
YN AL LIRS
5/24/64 B384 A &
18
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APPENDIX D: Linker File Examples

Thrs LIMIER program uses LC5 call no.
Do you have a printer attached™ (Y/N) Y
Advance how many”® (Press .ENTER: 1f Q) O

Enter fi1le no. (separated by a comma, 1f more than one): 0QO2
STARTING THE URBANA.OOZFILE. ...
Recheck= 0O Lints= O Inconclusive= O To verify= 0O Total= 0

F R OCL79122432 s,.cC

BIBLIOGRAFHIC DISFLAY
COLLECTION ID.ALL

am ocl79-133432 db 07/21/84 07/21/84 --/-=/-- JRBANA UREBANA
LCDN $abcde $2$T7$38337
MEFS $ad stell, Walter Gerry,$1921-
TILAO $ac $Modern auditing /$Walter G. Kell, Richard E. Ziegler
3 consulting editor, William C. Boynton.
EDN $a $2nd ed.
IMP $abc $New York :3$Wiley,$cl1983.
cou $abc $xvii, 706 p. :3$ill. 325 cm.
NOG $a $Includes inde:.
SUT L $a $Auditing
AEPSA $a $Ziegler, Richard E.
SEN $ac $0471877492 :3$3$$28.95 (est.
CAL $ab SHFS667%$.K39 1983
DDCF $a2 $657/.45%19
CAS $acd $DLC$DLCSUIU
LON $a $0cl 791334732
FFD CONF = FEST= INDEX=x ME IN B=x
INTEL LV= FIC= RIOG= LAN=eng DAT kY=s
DATE1=1983 DATEZ2= CNTY=nyu ILLUS=a REPRO=
CONTENTS= MODRC= CAT S= GOV PUBR= CAT FORM=a
NLO $a $cop.1l Commerce

HOLDINGS DISFLAY
COLLECTION ID.NET
1. tell, Walter Gerry, Modern aud:iting / 0cl79-133432
URBANA  URBANA

F R OCL791334722 657.4k28M; 198 Urbana 1983

TLS/MODEAUDIT

FAGE 1 6 MATCHES O SkIPFED (ALL DISPLAYED IN 1)
01 tELL, WALTER GERRY., 1921- MODERN AUDITINGS BROSTON 1980
02 FELL, WALTER GERRY. 1921~ MODERN AUDITINGS 2ND ED.$ NEW YORF. 1983

02 DUNGAN, CHRISTOFHER WRIGHT, 1935 A MODEL OF AN AUDIT JUDGMENT IN THE FO 1983
04 PARK, SOONG H. (SOONG HYUN), 194 A MIDEL OF THE AUDIT PROCESS WITH EXPL 1977
05 VIRGINIA--AUDITOR OF PURLIC ACCO MODEL FOR REPORTS OF AUDITS OF THE ACC 1937
06 DUNGAN, CHRISTOFHER WRIGHT, 1935 A MODEL OF AN AUDIT JUDGMENT IN THE FO 1983

: BEST COPY AVAILABLE 19 FUBALIAY S e
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DSL/2

657.4K28M1983 FELL, WALTER GERRY, 1921- MODERN AUDITINGS 2ND ED.% NEW YORk
82-147735 27173970 19833 2 ADDED: 871211

01 001 146-4W CRX RCALL 850221/850228 UC 00Q000710é&

02 002 16-4W CRX CHGD 850718/8S50415 UC 260629505

03 001 SAVE 8503702 uc 046404446

PAGE 1 END

CN=4657.4k28M1987

ME=KELL. WALTER GERRY. 1921-
TI=MODERN AUDITING

ED=CN
FPL=NE
LC= 8224775
TN= 2713930

FD= 1983

FLAG= 1

possible link OCL79137432 2712970

Recheck= O Links= 1 Inconclusive= O To verify= O Total= 1

F R OCM10140000 $,c

BIBLIOGRAPHIC DISPLAY
COLLECTION ID.ALL '

am ocmi0-140000 db 07/21/84 07/29/84 07/24/84 URBANA URBANA
MEPS saqdw S$Weale, W. H. James$(William Henry James),$ 832-1917.%
4n

TILA2 Sahbc 3A descriptive catalogue of rare manuscripts % printed
books$microferm :$chiefly liturgical /$sby W.H. James

Weale.
IMP $abc sLondon :$B. Quaritch,$1886.
cou $abc $xv, 191 p. :8$ill. ;323 cm.
NOG $a $"Exhibited by Her Majesty Queen Victoria; the

Universities of Cambridge, Cracow, and Oxford; the
National Hungarian Museum, Buda-Pest; the Archbishop
of Mechlin; the Earl of Ashburnham, Earl Spencer, W.H.
Cummings, A.H. Littleton, J.E. Matthew, etc."

NOG $a sLimited edition of 180 copiess 150 on demy, 30 on
royal paper.

NOG $a $Includes indexes.

NOG $a $At head of title: Historical Music Loan Exhibition,
Albert Hall, London, June-Octcber, 188S.

NOX $abcde $Microfilm.$Chicago :$Newba2rry Library,$1969.%1

microfilm reel 1 negative, ill. 3 35 mm.
SUT L $axux $Church music$Catholic Church$Bibliography.
AEMNA sadcw $Historical Music Loan Exhibition$(1885 :$Albert Hall,

London) $4n
L.ON t T $0cm10140000
FFD CONF= FEST= INDEX=x ME IN Bs=x
INTEL LV= FIC= BI0OG= LAN=eng DAT KY=r
DATE1=1969 DATE2=1886 CNTY=ilu ILLUS=a REPRO=a
CONTENTS=b MODRC= CAT S=d GOV PUB= CAT FORM=a

20
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HOLDINGS DISFLAY
COLLECTION ID.NET
1. Weale, W. H. Jamec & dez-riptive catalogue of rare manuscripts &
printed books microform : ocm10-140000
URBANA URBANA

F R OCM1018000¢ 016.78T0262W372D 19469 1886 Urbana 1969 1886
TLE/DESCCATAL

FAGE 1 204 MATCHES O SKIFFED (NOT ALL DISFLAYED)
01 ADYAR LIERARY, MADRAS. DESCRIFTIVE CATALOGUE OF SANSKRIT MANU 1942
VU2 SYDNEY. .ECHNOLOGICAL MUSEUM. DESCRIFTIVE CATALOGUE
O3 GANGANATHA .HA RESEARCH INSTITUT DESCRIFTIVE CATALOGUE OF SANSKRIT MANU 1967
04 WALMER MANUFACTURING COMFANY DESCRIFPTIVE CATALOGUE OF GENERAL MANUF
05 ASIATIC SOCIETY. CALCUTTA. A DESCRIFTIVE CATALOGUE OF SANSKRIT MA 1917
0& INDIAN MUSEUM, CALCUTTA A DESCRIFTIVE CATALOGUE OF SANSKRIT MA 1969
07 ROYAL IRISH ACADEMY, DUELIN. MUS A DESCRIFTIVE CATALOGUE OF THE ANTIQUI 1857
08 VISVA-EHARATI.VIDYA-EHAVANA. DESCRIFTIVE CATALOGUE OF SANSKRIT MANU 1975
09 SIMPSON, CHARLES TORREY, 1846- A DESCRIFTIVE CATALOGUE OF THE NAIADES 1914

10 CAMBRIDGE. UNIVERSITY. TRINITY H A DESCRIFTIVE CATALOGUE OF THE MANUSCR

Too many hits on TLS, will ‘“ry ATS

ATS/WEALDESCR

FILMO16.7870262W372D WEALE., W. H. JAMES WILLIAM HENRY JAMES)., 1832-1917.
A DESCRIFTIVE CATALOGUE OF RARE MANUSCRIFTS & FRINTED BROOrS$ LONDON

NOLC 2706018 1886 1 ADDED: 871127
01 001 BUO MuQ
FAGE 1 END

BEST COPY AVAILABLE
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APPENDIX E: Organizational Chart

General Services
Director

Automated Systems

Head
ocLC Autonated Support Telephone
Cataloguing Recordas Services Center
Maintenance
Coordinatc -
LCS/Link ﬁalnfenance FBR Malafenunce
Lib. Tech. Asst. | (1 FTE) Libe. Tech. Asst. Il (1 FTE)
Library Clerk 111 (1 FTE) Lib. Tech. Asst. | (1 FTE)
¥Library Clerk 11 (2 FTE) Graduate Assistant (.5 FTE)
¥Library Clerk | (1 FTE)
Clerk Typist 1! (.5FTE)
* Also do FBR maintenance
5 J - J!"
22
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A. GENERAL TIPS ON DECISION-MAKING:

00Ps NOT HANDLED:

f.

Alwvays approach OOPs by questioning the requestor's message.

Indicate that an OOP= message has been taken care of by checking it of:Z
at the front of the line.

When the requestor does not state his/her location on the report and
you are not absolutely certain of its validity, do NOT complete the
request. Instead of checking it off, place your supervisor's initials
in front of the line.

Supervisors will red-circle those OOPs requests that can not be carried
out and give them to M. Bednar.

LOGONS: OOPs reports are routinely done on the maint logon. However,

to place a retro record on COM, you must use the mlp logon and
“"done” the record.

INFO: Type "info” to find out what logon you are on, when needed.

Refer questions about the correctness of a classification to your
supervisor, see section on Call Number (E.3.).

There 1s no particular routing path for the OOPs referrals from and to
various specialists within the I.P. section.

1f a patron requests that we order a title or volume, make a printout
and transfer the message to it. Refer to your supervisor, who will
direct the printout to Joyce Ogburn if Sci Tech subject, Kim Fisher if
Social Sciences subject, and Carol Chamberlain if subject is elusive.




00Ps REPCRT PRCCIDLRE

B.

‘‘RANSFER AND WITHDRAWAL PROCEDURES:

1

2.

. TRANSFERS:

MONOGRAFHS :

We d. not accept transfers to and from branches nor canpuses, since,
from the branches, we need the book to change the location on the sjine,
and, from the canpuses, we need them to send us a label request form
(example of form in Section J). However, we will transfer books via OOPs
vhen the book is in Pattee and a branch requests it to be transfered to
their location. (Note that such a request sust come from a branch
librarian or assistant.) Retrieve the book from the stacks, and if you
are familiar w